UNITED STATES BANKRUPTCY COURT
EASTERN DISTRICT OF TENNESSEE

VACANCY ANNOUNCEMENT
Number 2008-003

PosiTioN TITLE: Case Administrator OPENING DATE: 07/03/08

LoCATION: Greeneville, TN CLOSING DATE: 07/25/08

CLASSIFICATION LEVEL: CL 24 - CL25 depending upon experience

STARTING SALARY RANGE: _ $32, 603 - $45,040 depending upon experience
(annual increases are contingent upon satisfactory performance)

Position Overview

The Clerk 's Office for the United States Bankruptcy Court for the Eastern Districtof Te nnessee co nsists
of a main office located in Knoxville and two staffed di visional offices located in Chattanooga and
Greeneville. Thispositionislocatedinthe Greeneville Divisional Office, andreportstothe Deputy-in-
Charge of the office. A Case Administrator performs various functions and is responsible for
maintaining and processing case inform ation and m anaging th e progression of ca sesfrom opening to
final disposition, in accordance with approved internal controls, procedures, and rules. A Case
Administrator performs docketing, noticing, m anagi ng t he pr ogression of cases, maintaining of ficial
case records, monitoring the co mpletion of required procedu ral steps, preparing case documents for
appeal ,reviewingfileddo cum entsto determineconformity and taking appropriate action, ensuringt hat
all orders and automated entries are appropriately and accurately docketed, and making summary
entr ies on the docket of all docum ents and proceedings. | n addition, this position records cour troom
proceedings with the use of el ectronic equipment, aswell as otherduties as assigned.

Qualification Standard

Minimum Qualification Requirements: To be con sidered for this position applicants must p ossess a
high school diploma or equivalent. Incumbent must have knowledge of legal terminology and
processe s; h ave ligh tr esearch/analysiscap abilities;a nd presenta professionaldemeanorat alltimes.
Extremely fast-paced position requires incumbent to be detail-oriented and possess strong
organizational and communication skills. Accuratety ping, solid computer s kills, a nd familiarity w ith
Word Perfecta nd Adobe Acrobatdesired. Incumbent must bea dependable, flexiblete am particip ant.
Positive custom er service orientation isa m ust. A college degree, prior court, legal, or bankru ptcy
exper ience as well as exper ience usi ng Case Managem ent/El ectronic Case Filing (CM/ECF) application
is preferred.

General Experience: Threeyearsprogressively responsible experience that providesevidence thatthe
applicant has(1) agood understanding ofthe methods and adm inistrative m achinery foraccom plishing
the work of an organization; (2) the ability to analyze problems and assessthe practical implications
of alternate solutions; (3) the ability to communicate with others, orally and in writing; and (4) the
capacity to em ploy th e kn owledge, skills and abilitiesin the resolution of problem s.

Specialized Experience: Two ye ars progressively responsible clerical experience requiringt he r egul ar
andrecurring app lication of clerical procedures involving ther outine use of keyboards kills and u se of
Window s XP and w ord processing software, preferably W ord Perfect; an understanding of specialized
terminology; a demonstrated abi lityto apply a b ody of rules, regulations, directives, or laws, and an
ability to learn electro nic computer so ftw are.



Ben efits
< Ten pai d hol idays a year
< Paid an nual leave in the am ount of 13 day s annually (increases after 3 year s of
feder al service)
Paid sick leavein theamountofl 3 days annually
Retire ment B en efits
Thrift Savings Plan including investm ent op tions and m atch ing b en efits
Optional participation in a choice of subsidized Federal Employee Health Benefit Plans
with pretax deductions
Optional participation in Federal Em ployee s Group Life Insurance
Optional participation in Long Term Care Insurance
Optional participation in Long-Term Disability | nsurance
Optional participation in a flexible spending pretax program for Dependent Care and
Medical Care
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Inform ation for Applicants

This position is a full tim e, perm anent appointm ent. E mployees ofthe U. S. Bankruptcy Court are
Excepted Appointments and serve at the pleasure of the Court; they are not included in the
governmentcompetitive service classification system. Positions are classified and graded by th e Court
Personnel System. Direct Deposit of pay is mandatory. As a condition of employment, an FBI
Background Check is required. Clerical ability te sts may be given to applicants, including a data entry
keyboard skills te st.

Candidates must submit a resume, including a list of references, and cover letter which addresses the
applicant’s qualifications, skills and exp erience neces sary to perform thejob. Ther esum e an d cover
letter should be m arked “c onfidential” and m ailed or em ailed, preferablyin PDF format, to:

Human Resource Department

United States Bankruptcy Court

31 East 11th Street

Chattanooga, Tennessee 374 02- 2722

E-m ail add ress: hr-usbc@ tneb.uscourts.gov

Court funds are n ot available for in terview or r elocation expenses. The court reserves th e rig ht to
modify t he conditions of this job an nouncem ent, withdraw the j ob an nouncem ent, or fill the position
soonerth an th e closing date,any ofw hich actions may occurw ithout priorw ritten notice. The Court
will only communicate with those qualified applicants who are selected for an interview. Successful
candidates will b e req uired to co mplete an initial perform ance evaluation period of em ployment.
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